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ADMINISTRATIVE AND MEDICAL NURSING CONSULTANTS 
 
The objectives of having primary program consultants are as follows: 
 
1. To improve communication and cooperation between the central office and delegate agency staff 

by providing one primary contact at the State level for administrative and medical/nursing issues. 
2. To assess delegate agencies’ needs for administrative or medical consultation, training and 

technical assistance, and to coordinate the provision of these services. 
3.  To provide Title X program orientation to new delegate agency staff. 
 
 

 
ADMINISTRATIVE CONSULTANT RESPONSIBILITIES 

 
 Determine and coordinate training, consultation, and technical assistance needs of the delegate 

agency staff. 

 Review annual budgets and client volume with the delegate’s coordinator, if requested and if 
needed, provide guidance in the determination of staffing needs, purchase of equipment, etc.  

 Assist delegate agency staff in performing cost analysis and analyzing the results. 

 Provide general orientation to the Family Planning Program to new delegate agency staff, as 
requested. 

 Assist delegate agency staff in developing marketing and outreach plans as needed.  

 Assist delegate agency staff in developing and completing activities for the Work Plan. 

 

ADMINISTRATIVE SITE VISIT 

The purpose of the Administrative Site Visit is to determine whether delegate agencies are managed 
effectively and comply with Title X, federal, and state requirements. 

The Administrative Consultant conducts an Administrative Site Visit every third year, alternating with 
Medical Site Visits and medical chart audits. Fiscal Site Visits will be conducting on a separate 
cycle. Please see Section XI “Risk Management/Quality Assurance Policy” of the Nursing 
Manual for more information on Medical Site Visits. 

 



SECTION IV 
CONSULTATION AND ADMINISTRATIVE SITE VISITS 

CDPHE WHU FPP •   REVISED 5/10 
IV-2  

 

 
 

ADMINISTRATIVE SITE VISIT PROCEDURES 
 

1. The Administrative Consultant should arrange a date with the delegate’s Family Planning 
Coordinator approximately 60 days in advance for the site visit. Generally, it is best to schedule an 
Administrative Site Visit on a non-clinic day. Copies of a confirmation letter should go to the 
coordinator’s supervisor. 

2. The pre-visit form should be sent to the coordinator at least six weeks prior to the scheduled visit. 
It should be completed by the coordinator and returned to the consultant 1-2 weeks before the 
visit. The list of materials to be reviewed on site should always be sent with the pre-visit tool. Prior 
to the visit, it is the responsibility of the consultant to review recent semi-annual expenditure 
reports submitted to central office; review the most recent funding formula amount; review data 
regarding clients served; review the agency’s work plan; and be familiar with the agency file and 
previous correspondence between the agency and central office. 

3. At the beginning of the site visit, an entrance interview should be held with the appropriate local 
agency staff to discuss the process involved and the day’s agenda. Local staff should have all of 
the materials requested for review available at this time. 

4. The consultant should spend most of the day with the Family Planning Coordinator to review the 
completed pre-visit tool, materials requested, and to complete the site visit tool. Whenever 
possible, the consultant should confirm compliance by observation vs. report (e.g., if the Bill of 
Rights for Clients is posted and visible to clients).  

5. The consultant should tour the clinic and observe the interactions of the front desk staff with 
clients, if possible. 

6. The consultant should review approximately 10 charts, checking for documentation of income, 
charges, collections, and donations, and comparing chart information to data reported in IRIS. 

7. An exit interview should be held with all appropriate local agency staff, including, whenever 
possible, the supervisor of the Family Planning Coordinator. Discussion should include the 
preliminary results of the evaluation and possible recommendations. Strengths should be 
emphasized.  

8. A final report should be completed and mailed to the delegate agency within four weeks of the 
visit. Copies should be circulated among State program staff, sent to the local coordinator’s 
supervisor, and to the public health nurse consultant from the Colorado Department of Public 
Health and Environment (CDPHE) Office of Planning and Partnerships. The report, completed 
site visit tools, and subsequent follow-up correspondence should be placed together in the central 
files. Compliance issues should be clearly outlined in the report. Delegate agencies will be given 
six weeks to submit a written compliance plan to the CDPHE Women’s Health Unit, with full 
compliance achieved within three months of the report. It is the consultant’s responsibility to 
assure that a compliance plan has been received by the due date and that the agency has 
addressed all compliance issues in a satisfactory fashion.  
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ADMINISTRATIVE PRE-VISIT MATERIALS CHECKLIST 
 
Please prepare the following items for assessment at the Administrative Site Visit. 

 Schedule of clinic hours that is made available to clients, i.e. wall chart or handout 
 

 Agency organizational chart 
 

 Family Planning Program sliding fee/charge schedule 
 

 Federal Poverty Guidelines 
 

 Cost Analysis documentation 
 

 Written procedure and policy manuals for agency/program staff (general, fiscal, personnel, 
etc.), including the following. (These policies may exist at a program, agency or county level): 

o Written policy that no person is denied treatment that is available and medically 
indicated on the basis of religion, age, sex, race, color, creed, national origin, handicap, 
number of pregnancies, marital status, contraceptive preference, or the source of 
payment of his/her care 

o Written policies and procedures for any required services provided by referral (if 
applicable) 

o Written policy that establishes safeguards to prevent employees, consultants, 
members of the governing board, or advisory committees from using their positions for 
the purposes of personal gain 

o Written personnel policies 
o Written plans and procedures for the management of emergencies/disasters 
o Policy for handling bioterrorism threats 
o HIPAA policies and procedures 
o Written policies and procedures for overall fiscal management of the program 
o Written policies and procedures for billing and collecting client fees 
o Written purchasing policies and procedures. 
o Written policy for aging outstanding accounts 

 
 Orientation and in-service training materials used with new staff 

 
 CDPHE  Family Planning Program Administrative Manual 

 
 CHPHE  Family Planning Program Nursing Manual 

 
 Minutes/determinations from the Information and Education (I&E) and/or Advisory Committee 

 
 Ten client records from a recent clinic and corresponding log/charge sheets/”super bills” to 

ascertain income codes and charges 
 

 Family planning client new client packet 
 

 Most recent financial audit 
 

 Letter used to collect outstanding balances from clients 
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The following is a sample of the Administrative Site Visit Tool. This form can be downloaded from the Women’s 
Health Unit website at: http://www.cdphe.state.co.us/pp/womens/FPNursingConsntsForms.html 
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